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Tujuan penelitian ini mendeskripsikan manajemen kurikulum dan pembelajaran 
mata pelajaran kearsipan di SMK Batik 2 Surakarta mulai (1) penyiapan kurikulum 
(2) pengorganisasian guru mata pelajaran (3) pelaksanaan pembelajaran kearsipan 
(4) evaluasi pelaksanaan  pembelajaran. Jenis penelitian ini adalah kualitatif. dengan 
pendeatan etnografi. Subjek penelitian adalah kepala sekolah, wakil kepala sekolah 
bidang kurikulum, dan guru mata pelajaran kearsipan. Metode pengumpulan data 
wawancara mendalam, observasi dan dokumentasi, teknik analisis data 
menggunakan analisis interaktif. Hasil penelitian (1) Penyiapan kurikulum diawali 
dengan rapat kerja, kepala sekolah dan wakasek kurikulum menyusun kurikulum 
2013 untuk satu tahun kedepan meliputi jadwal pelajaran, kalender akademik, dan 
kegiatan sekolah lainnya. (2) Pengorganisasian guru mata pelajaran merupakan 
tanggungjawab kepala sekolah. Rekruitmen secara umum melalui tes seleksi 
sedangkan syarat rekrutmen guru mata pelajaran kearsipan mampu berbahasa Arab 
baik lisan dan tertulis, pendidikan minimal S1, bidang mengajar linier dengan 
kompetensi. Untuk meningkatkan kompetensi, guru memperoleh pendampingan 
dari kepala sekolah,  mengikuti pelatihan dan workshop dan setelah itu memperoleh 
sertifikat.(3) Pelaksanaan pembelajaran mata pelajaran kearsipan merupakan 
implementasi kurikulum di kelas. Pelaksanaan pembelajaran meliputi tujuan 
pembelajaran, materi pembelajaran, media pembelajaran, metode pembelajaran.. 
(4) Evaluasi pelaksanaan pembelajran   dilaksanakan dalam bentuk supervisi 
pembelajaran oleh kepala sekolah setiap akhir semester, dan tingdak lanjut 
pelaksanaan supervisi guru diberikan pendampingan dari kepala sekolah serta 
diberikan kesempatan mengikuti pelatihan dan workshop.  
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The purpose of this study is to describe curriculum management and learning of 
archival subjects in SMK Batik 2 Surakarta starting (1) curriculum preparation (2) 
organizing subject teachers (3) implementing archival learning (4) evaluating 
learning implementation. This type of research is qualitative. with ethnographic 
approach. The subjects of the study were the school principal, deputy school 
principal in the curriculum, and the archival subject teacher. Data collection 
methods for in-depth interviews, observation and documentation, data analysis 
techniques use interactive analysis. Research results (1) Curriculum preparation 
begins with work meetings, school principals and curriculum representatives 
compile the 2013 curriculum for the next year including lesson schedules, academic 
calendars, and other school activities. (2) The organization of subject teachers is the 
responsibility of the school principal. Recruitment in general through a selection 
test while the recruitment requirements of archival subject teachers are able to speak 
Arabic both oral and written, minimum S1 education, linear teaching with 
competence. To improve competence, teachers receive mentoring from the school 
principal, attend training and workshops and after that obtain a certificate. (3) The 
implementation of archival subject learning is the implementation of the curriculum 
in the classroom. The implementation of learning includes learning objectives, 
learning materials, learning media, learning methods. (4) Evaluation of the 
implementation of learning is carried out in the form of instructional supervision by 
the school principal at the end of each semester, and the implementation of teacher 
supervision is provided with assistance from the principal and is given the 
opportunity to participate in training and workshop. 
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